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Offioce of Persommsl ‘96 APR 1957
Comptroller

Adjustment in T/0 - Office of the Camptrollsr

Nemo duted 12 April 1967 from Chief, emmt Staff, subject:

Request for Inorsase in the Comptroller T/0 and Ceiling, and
approved by Deputy Direstor {Support) same date C

It is requested that you meke the following adjusteemt in
the table of organization for the Office of the Comptroller:
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CONFIDENTIAL

MODRARDM FOR: (hief, Menagsment Staff

SRIBIECT 1 Review of Machine Records Division Reports

REFREENCE : Mamo 464 12 1957 from Chief, Management
Sls, to W/8 re mmmemz/am
Celiling for Records Mvision
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Meoords Division who alaime that all of the "so called” reports

aye espantial. However, I believe that the calling of these
&mtﬁmumham

S, It will Do greatly sppreciated if you will have your
Wmmmmmmmoﬂmm
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APR 12 193]

MECRARTOM W4 Depufy Direster {(Support)

BUBJLT Beguast for Increase in the Comptroller Teble of
' mﬁm and ﬁails.nag.fgé;!? (4

3. This mmcrandus sontalne & FeScumsH

The Comptreller requests un increase of eme {1) position
{as-saémk:m ¥achine Uperator) in the Fachine Recerds Hvistion
1/0 =nd sn Snercase of one (1) in the persomnel oelling, Funds
aze avellable to sypport the additiomal position {Tab A),

. A sbady mads ly the Pusiness Machines Scrviee Staff,
J }41 & Staff indicstes the proposal is sound (Tad Yo

L. Subject reguest is jJustified as Tallows:

s ?amm;ﬂ!mmifmﬁmaw
mﬁ%wm Development Program and the maintenants
of the Personsl Flstoyy dats on & gurrent basis).

. To revise the system for the mseldne filing and
cu&;' of :mma qml?ﬁutim in order to previde eapecity
mw&nuﬂxemtmﬁﬁummgw—
fisetions thet mey bs coded and the qualificetions anelyais
sarvice rendered,

8. To fpprove the serviee W providing upwto-dobe infore
mation, end a wore repid wider range sorvice.

« Wiile the revised coding tom will reduse aim work
mfguéinﬁa Guslificstions ;ﬁm Erench of the Uffice of
Perwonnsl Yy spproximately 1/3 of s person no sotual personnel
ssvings ﬂgﬁe renlised, The potentisl manpower gzvings will be
wsd £n perform non-nechine operstiens in the implementation of
the fellowing programst

&: Bupplement ta_tha Personsl Bistory Stetement
b, Lenguage Development Progysm
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8. DPMiogrsphie Profils
¢, Appiissnt Tiles Over Two Tears O}
8. Applicant Locator Filss st Vidal Btorsge.
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Oﬁice Memoan 24772 + UNITED STATES GOVERNMENT g

4

- 70 +: The Comptroller DATE: 24 April 1957
FROM : Chief, Fiscal Division

SUBJECT: Payroll Branch, Fiscal Division, Table of Organization

Prior to the adoption of our present wethods of payrolling
and maintaining leave records through the further utilization
of business machines, the forecasts included a reduction of the
Payroll Branch T. O.; in partial realization thereof, it is
suggested for your concurrencé that action be taken at this
time to effect a reduction in that T. O. by the elimination

of the one position of File Clerk, GS-O305.01-1&, M-386.

STAT
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MEMORANDUM FOR: Chief, Management Staff
SURJECT: BHequest for Persommel Ceiling for (me (1) Tedulating
Machine Operstor

REFEREICE: Memo to Chlef, Managemmnt Staff, from Copptrollar,
dated 21 Mexrch 1957.

1. Thig is to advise that ths Office of the Comptroller
camnot abeord within its cwrrent personnsl cedling an additional
position of Tabulaking Machine Operator GB-5.

2. The ceiling for the Machine Records Mvislon is currently
25X9A2 [ |with a pwesemt on-Guty strength of| |with one pending in.
The Machine Records Division iz now working oonmiderahle overe
time due to an extvre beavy vorkload.

3. A esmiling slot sammot be taken from sy of the other
ccponents of the Office of the Cosptrollsr since after taking
into sonalderation retuxnses from oversess, those pending in
and trensfers, thelr cedlings will be filled with the possibility
of some over slotted tamporarily, which will be sbsorbed through
abtrition.

L, It is the opinion of the undersigned that the additional
workload camnot be absorbed without an additional position and

perecmwl ceiling.

25X9A2

E. R. SANDERS

o/ - Or/7

DAZ& S pep 577
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MOMRASIIM FOR: Chlef, Management Otaff
ST $ §*§@T5§ 0 _v§§iz and an Ineresce in Persommel
Gedling

' . Mo 4td 2 Jan. 1957, from Chief, NED, re
FRFERENCES ¢ . Mo “in Parsornel %’ ® ggﬂmﬂa;a Report

2. As infiocated in Hac r Stuly (Re
¥iis Office mny initlate request for e secand position after
saal t&ueéiéegi has Deen Astermined that actuad workload war
reuts such & request.

3. &uwmmmmmamw

pendmnt stuky of 1 proposal fram all engles. This Office
L ;’”"jfggfftiéas'&a to a more efficient anfl econamiesnl

25X1

Astacimento

ERS/RIJ/ny
Distribution:
Orig & ~ Addressece
Y1 - Signer
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BEECRET
11 '

MENORANDUM FCOR: Comptroller | 11 MAR 1957
RO t Acting Chief, Technical Accounting Staf?,

Qffice of the Comptroller
BSURJIRCT t Personrel Qualifications File and Related
REF t Memorandum to the Comptroller from Chief,

Mechine Records Division, dated 2 Jamuary 1957,
. FROBLEM

Is the revision of the Persomnel Qualifications File as requssted by

the Office of Personnwl warranted by Agency needs, and if so will the
increased workload necessitate the addition of two Tabulating Machire
Operator positions {G8-5) to the Table of Organization of MRD?

2’

L

3!

=,

ASBUKPTIONS

That the Agency nsed for readily aveiladle inforsation concerning
selected qualifications of its employees in connection with the
salsction of personnel with desired qualifications ss candidates

for open positions warrants the periodic procesaing of the Personnel
Sualifications File to keep it up to date, e. g. nev or improved
language proficiency, increase in educational ~attainments, new area
knoviedge, etc.

That the scope of this stuly insofar as the need for additional
positions is concermed should de limited to en evaluation of such

need based directly on the additionsl workioad in MRD which will resuwit
from the proposed revizion of the Personnel Qualifications File.

That G8-3 is the proper classification for the type of work involved
for the proposed positiona.

FACTE BEARING ON THE PROBLEM

Uoder the present system, all gualifications of which a record is
being mintained are reflected in & master file containing 2 punch
enpds for each staf? employee. From this master file selected informa-
sion is reprofuced to establish four (i) subsidiary qualificetions
:m ({1} Pre-CIA Work Experience (Civilian and Military), (2)
CIA Work Experience, (3) Foreign Language snd Area Knowledge, and
{b) Bducation) containing s separste card for each recorded qualification.
Ths individual punch caxds in the subsidiary qualifications files in
sSdition to shoving the remaining qualifications of the type covered by
the file, sbov ceriain status information such as grade, yvesar of birth,
sex andl marital status, efucational extent, and military status.

Approved For Release 2003/04/17 3c¥aRBP80%01240A000200010022-6
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SECRET

The present file is processed pericdically to (1) add cards for nev
enployees, (2) take out cards for separated employees, and (3) effect
shanges in certain status information such as grade end office of

asslignment,

The present file is now processed in only & limited nuwber of cases
%0 reflect new quelifications or changes in the existing qualifications.

Qualifications registers in the form of INN listings are printed guarterly
for $the use of the Qualifications Analysis Branch for each gqualifications
£1le¢ with each group of like quelificetions listed sepsrately——a parti-
eular smployee will be listsd in each group in which he has a qualifica-
tion, In sddlition each listing will reflect related qualifications
_Fposgessed by the enployee and will show certein status information.

¥he Qualifications Analysis Branch uses these registers as & basis for
salecting by inspection the names of persons possessing gualifications
desired to fill a particular position.

The Office of FPersomnel has dstermined that the Personnel Qualifications
¥ile should be brought up to date for each individual at least anmuslly
with respect to the various factors recorded therein that may bde subject
t0 change. In order to accomplish thie, the Office of Personnel hes
devised & Periocdic Bupplement Personsl History Biatement, Form lilhp,
whioch it plans to distribute to all employees cnce each year during the
smniversary wonth of their E.0.D. dste with the Agency. These completed
supplemantal statements will be processed on & daily basis throughout

the yesar,

The Office of Personnel also has determined that the utility of the
present syatem is limited in that thers is little opportunity for future
sxpunsion Yo list any additisnal types of qualifications for which it
might be deaired to maintain & record, such as training courses completed.
in %bin respect, the Orffice of Personnel in conformance with proposed
on the language development program will be required
in Mratian with the Director of Training to meintain an inventory
of the langusge compstence of all staff personnel. This will necessitate
4he meintenance of consilerably more detail on language proficiency than
485 be recorded in the present file.

In view of the vequirements of the Office of Personnel for (1) periodic
yrpcesning to maintain qualifications data on & current basis snd (2)
sxpansion room for the gqualifications data to be recorded, MRD has
detornined that some revision in the basic concepts of the present system
is essential.

Under the groposed revised system certain general status informatien

{R0 items) will be reflected in a single basic card and s separste punch
oard vill be prepared for each qualification which is to be recorded.

The major classés of qualifications for which separate files will be
mainteined are as follows: Pre-CIA Work Experience (Civilian and Militery),

- 2 -
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BECRET

 Profl (+41 ining
1A Work Experiencs, Area Knovliedge, Language Proficiensy, CIA Training,
and Baucation.

PIBCUSBION

propos revisel systen trmamtimlmtmm
%M. ammmmwuhn,»fcum:

X 1ent: ta
{1} It can be processed to reflect changes in qualifiestions an
with greater ease and sacurecy.

{2} Ii has &n unlimited capacity for expansion of data.

proposed system will ve grocessed on & 4aily basis rather

ook - s 1y mawta ineitde the q\nlificcm.m. of nev

.mt:t: Uhd o eliminate cards for resigned employses.
yoes, an

systen does not lend itself to the mm::im athfagm
mwu ications registars for the qualifications Anslys mmmmw ch, 48 on
y done i mmmm,u;mu:mu e oy parti-
- mwﬁ%h t;ﬂw essing the qualifications desi sl b
- 'Meér t&thﬁ?:'b will be necessary for WD toc use & ¢

m& and msehine method process for selecting the names of persous

possessing the desired gqualifications.

change concapt referred paragraph Ae {smadiately above,
ﬁ the tﬂigt of tpr:mfmm the clerical vorkiced invelved in

grogran) appesr . BATLLOY 11aved the concept of the
iy #5 be mariterious, 1% is bell
WMlﬁiﬂmwmw.
anuMWewmmlwuwnmmam

ard
mm&w appears %0 be little question but that the punched ¢
sathod of maintaining the file 1s essential.

-3-
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exocer  CONFIDENTIAL

NED has male preliminary estimates of the time requiremsnts for
servicing the vevised Personnel Qualifications File based on
certain gensral assumptions concerning the procedures which
would be followed and the volume of requests upon the file by
the Office of Perwonvel. (The development of specific detailed
procelures for the operation of the revised system have been
daferred until a determination is mede as to vhether the
necessaly alditional man power can be obtained.) It appears on
the basis of these DRD estimates that the man hours exclusive
of key punch time will increase approximately 1900 hours per
smum (from 950 %o 2,82k). It 1s belleved by MRD in this comnection
that the additsonal key punch man hours (epproximately 475) can be
sbsorbed. Virtually all of this increase in MRD time requirements
is stiributable to providing information from the file in response
hod m?usm from Qualifications Analysis Branch {(sese paragraph hd
The estimsted increase of 1900 msn hours is but slightly
move than one man yesr {using 1800 hours as being equivalent to
gene mAn yeur). Fowever, the oversll time requirement of 2,82k hours,
net counting key punch time, 1s eguivalent to nearly 1.6 man years.
Bince 1t will be necessary to proceses the file on & daily besis,
rather than during off-peak periocds as is done under the present
systen, it apparently will be necessary to make this work the pri-
wary resporsibility of two pesple. It i» on this dasie that MD
has requested two additional positions.

B 4

In view of the fact that the time estimates xmdes by MRD are preliminary
in nature and have been mede largely on & judgement basis in light

of past experience and certain general assumptiona concerning the
procedures for maintenance and operation of the revised syatem, it has
not besn practicable for TAS to make an independent estimate. It
sppears on the besis of the reviev made, however, that the estimates
by MRD have been made on a reasonable basis.

The Office of Personnél hms on hand better than 1,000 personal history
supplements which have been completed and are ready to code. In view
of this and of the penling requirements upon the O0ffice of Personnel
in comnection with the lsnguage development poogram, it is most urgent
from the Office of Personnsl viewpoint that plans be made promptly
for the implementation of the proposed revision of the Personnel
fualifications file,

CANCLUSIONS

The propesed vevision in the Persommel Qualificstions File as reguestad
by the Office of Personnel appears to be warranted by Agency needs,

The MRD estimate of an increase of 1900 man hours for the maintenance
and servicing of the proposed system appears to be &s reasonable as
can be made prior toc the development of actual procedures for processing

- i -
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the f1le and £illing requests.

’ con’ sis can
#irm conclusion as to time requirements on & continuing bes
:aﬁnumlymwamtummmmmuzmm%ﬁ
eparstion long enough to make a reasonable astimste of the volume &r
typs of requests that vill be msde.

ACTION RECOMMENDED

vision of the Persormel Qualifications File sa requested by
gg:;;;i:?:tﬁtﬂummixuhmﬂd!nlhnﬂnmmﬂmdia&ﬂm immediate

y 38-5 - Tabulating dachine Pperator  position should be s ed
g:;ggiijﬁmtaﬁwwtﬂa£Mnthﬁﬁmmﬁms1mxtumiﬂmmua1nuwuw
& yequest for a second positien if after a reasonable period of time
after the revised project is estadlished, the actual tine requirements
warrant such & request. . :

| 25X1A9A
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54 309
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Change In Personnal Ouslifioations Reporte

1., The Qualification Analysis pranch of the office of Personnel
re_gmas‘%ad. thig Dvision 3o revise the Bmployee Mualification Punch
card Mles and to producs reports based on daily requests,

2., A prosent, the Employee fualification Punch Cerd Files

aonsist of appre‘aﬁ.mtaly 100,000 Master and Qualificstion cards, These

files are meintained by the addition of new information and the deletion 1
of cards for resigned personnsl. Bach quarter, & (ualification Register
18 Bated and forwarded to the ualifications Analysis Branch where it
ip nsed to snswer dad 1y requests.

5, s pivision has been requested to develop & qualificstion
gord for sach amployee for esch: pre=CIA experience, OIA work experience,
avea lmowledge, 1anguage vnowledgs, and type of training comple téd. Thie
i le would oonbain sppraximately [ Josras |

L. Daily requests (apprecimately LO per mondh) would be torwarded
4o this Division, the sppropriate Qualification cards would be pulled \
amuslly or machanically, & report listed for Qualifications Analysis |
Rranch, and the Card File restored.

L

|
{
|

g, It is belleved that the sropossd method of aneWering requests |
regarding personnsl qualifications 1s a good systen that would produce \
pore acgurats and timsly answers. This proposed nathod would, however, 1
raquitre two sdditional Tebulating Machine gperstors in +nis Division. \

6, Ivise gherefore requested that two additional Tabulating
Mackine Opsrator Positions (65-5) be saded to the obls of Organization \
of this Dvision. \

l

\
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